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1 Purpose 
This Statement supports the principle of responsible and transparent handling of personal information (records), 
and provides direction for Mid West Ports Authority (MWPA) regarding the collection, management, and storage 
of personal and sensitive information of MWPA Directors, Workers1 and/or Others2. 

This Statement aligns with the Australian Government’s ‘Australian Privacy Principles’ published by the Australian 
Government Office of the Australian Information Commissioner (Attachment 1). 

Reference - Australian Privacy Principles quick reference | OAIC 

2 Scope 
This statement applies to all information created, modified, or received by MWPA in the course of conducting 
business with its Directors, Workers, customers, suppliers, visitors, job applicants, or community members—
particularly where personal, medical, or sensitive information is involved. 

3 Information Collected 
MWPA may collect a variety of information about individuals to provide services related to MWPA activities. This 
information may include, but is not limited to: 

• personal information including address, phone numbers and date of birth; 
• diversity information including ethnicity, age, sex and disability; 
• medical records including employment medicals, drug and alcohol test results and blood type; and 
• sensitive information including tax file number, bank account details, employment / supplier agreements. 

4 Method of Collection 
MWPA will, if possible, collect personal information directly from the individual. In some circumstances, personal 
information will be collected from third parties. If these circumstances arise, MWPA will take all reasonable steps 
to obtain the consent of the individual for this collection. Information may be obtained through a variety of 
methods, including (but not limited to) the completion of online forms, paper-based forms, and verbally. 

MWPA will take all reasonable steps to ensure the accuracy and currency of the personal information it holds. 

5 Storage of Information 
MWPA workers’ personal records are stored in MWPA’s Electronic Document and Records Management System 
(EDRMS), Objective. Personal data is also maintained in MWPA’s payroll system, Aurion. In some cases, information 
may also be retained in hard copy. 

The security of personal information is governed by the Australian Privacy Principles. All workers are required to 
familiarise themselves and comply with these requirements. In some circumstances, personal information obtained 
by MWPA may be stored in cloud storage, which may involve some storage of information in offshore servers. In 
circumstances where information is transmitted to an offshore partner provider or agent, the partner provider or 

 
1 ‘Worker’ any person who carries out work as an employee, contractor, subcontractor, self-employed person, outworker, 
apprentice or trainee, work experience student, employee of a labour hire company placed with a ‘host employer’ and 
volunteers. 
2  ‘Others’ could include, but not limited to, customers, suppliers, visitors, job applicants, or community members. 
 

https://www.oaic.gov.au/privacy/australian-privacy-principles/australian-privacy-principles-quick-reference
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agent will be subject to binding contractual obligations to ensure compliance with the MWPA processes relating to 
privacy and information security. 

6 Access to Information 
Workers’ personal information held by MWPA will only be accessed when necessary and will not be made available 
to other MWPA workers without a legitimate reason. Workers who wish to access their own personal information 
may submit a request to MWPA’s Human Resources (HR) Team at HR@midwestports.com.au. 

MWPA will respond to such requests as soon as reasonably practicable. Access will be granted within 30 days of 
receiving the request and verifying the identity of the applicant, unless exceptional circumstances apply.  

7 Correction and Update of Information 
Workers have the right to request the correction of their personal information held by MWPA. Requests to correct 
information should be directed to the MWPA’s HR Team HR@midwestports.com.au. 

MWPA will respond to requests for correction of information as soon as reasonably practicable. Corrections will be 
made within 30 days of the receipt of a request and sufficient identification of the applicant, unless unusual 
circumstances arise. 

8 Disposal of Information 
Workers have the right to request the disposal of their personal information held by MWPA. Requests for disposal 
of information should be directed to MWPA’s HR Department HR@midwestports.com.au. 

However, this does not mean that a request will automatically result in the disposal of your personal information. 
All disposal of personal records will be made in accordance with MWPA’s Records Management Policy  and Records 
Management Procedure, Privacy Statement (this document), and the MWPA obligations under privacy and public 
records legislation. 

9 Complaints 
Complaints relating to privacy or personal information are governed by the MWPA Workplace Issues and Grievance 
Resolution Procedure. If you feel your privacy has been breached, you can contact a Grievance Officer or the HR 
Department for a discussion. 

If a complaint relating to privacy or personal information cannot be resolved under the Workplace Issue and 
Grievance Resolution, the complaint may be referred to the Office of the Australian Information Commissioner 
(OAIC). 

10 Reporting 
MWPA use Worker data for reporting purposes. Reports are provided to appropriate third parties only and in the 
form of statistical data without names or identifying markers. 

11 Confidentiality 
At all times, Selection Committee Panel Members are to keep confidential all aspects of the recruitment process. 
Reference checking is to occur only with the unanimous support of the selection panel. 

mailto:HR@midwestports.com.au
mailto:HR@midwestports.com.au
mailto:HR@midwestports.com.au
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12 Associated Documents 

Document Title 

Freedom of Information Application Form 

Information Security Procedure 

Information Statement - Freedom of Information Act 1992 

Records Management Policy 

Records Management Procedure 

HR-PRO-001 Workplace Issue and Grievance Resolution Procedure 
Location – Mid West Ports Intranet – Document Centre 

13 Monitoring, Evaluation and Review 
This document is required to be reviewed every five years from the last scheduled review date.  

Minor updates made within this five year period, will not be taken as a full review.  

Minor changes may be required due to State or Federal legislative changes, or Western Australian Ministerial 
Directives. 

The Document Custodian is responsible for conducting the review in accordance with Controlled Documents 
Review and Approval Process Work Instruction. 

14 Administration 
Document Custodian:   Acting Chief Environmental Social and Governance Officer 

Document Approver:   CEO 

Approval Date: 17 September 2025 

Document Review Period: 2 yrs 

 

https://files.midwestports.com.au/Document%20Control/A1380855.docx
https://files.midwestports.com.au/Document%20Control/A1030257.pdf
https://files.midwestports.com.au/Document%20Control/A1041975.pdf
https://files.midwestports.com.au/Document%20Control/A1148353.pdf
https://files.midwestports.com.au/Document%20Control/A1037462.pdf
https://files.midwestports.com.au/Document%20Control/A1041922.pdf
https://intranet.midwestports.com.au/documents/
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